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Comma Productions Professional Development 
Exercises for Level 1: Getting Started
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	We Do Windows


Purpose: A lesson in Windows Nomenclature


Activity: Drag and Drop shortcuts and Windows


Activity: Resizing Windows


Activity: Working with several Windows


Activity: Using the Task Bar



	[image: image4.png]



	Beginning Microsoft Word

Purpose: A brief introduction to Microsoft Word

Activity: Create a Word file using Copy, Paste, and Undo

Activity: Experiment with Rich Text Formatting

Activity: Save the document to a specific folder
Practice: Open a Word document and state your goals and objectives
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	The Case of the Missing Task Bar


Purpose: To introduce troubleshooting techniques

Activity: While the class is on break, set the Task Bar to Auto hide
Activity: Find the Task bar

Activity: Reset the Task Bar to Always on Top
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	A Look Inside the Box

Purpose: Introduction to the hardware inside of a computer


Activity: Distinguish RAM storage from Hard drive storage

Activity: Beginning Troubleshooting
“There’s a funny sound inside my computer”
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	Start on the Right Foot


Purpose: Beginning file management with the Explorer 


Activity: Navigate the Explorer Window


Activity: Create a new folder and rename it with the student’s name


Activity: Create three additional folders in the Student folder: work, practice, junk
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	You Gets What You Pays For


Purpose: Evaluate the costs of a computer 
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